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Correct TYPING TECHNIQUE 
increases speed. ..lessens fatigue! 








 9F30° 


LONG DAY, loads of work to PLACE YOUR HANDS in rest posi TRIPLE-POSED DRAWINGS show 










do? stay alert and inter- tion, forearms parallel with how back, neck and eye 
ested . but relax and the keyboard (about a 40 strain result from bad pos- 
be comfortable too. Don't angle). Don't pound the re. Good typing technique 
crouch like a tiger and tense kevs just curve your fin means less fatigue, fewer 
up. Sit upright, bend for- gers and use a “fingering errors, increased speed, 
ward a little from the hips mouon. Put rhythm into With the right machine 
Feet must be firm too, not your strokes. Don't arch you ll be amazed how much 
wrapped around chair. your wrists... relax them easier typing can be 
i 
‘Ong P 
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NOTE THESE SPECIAL 
SMITH-CORONA FEATURES 


You'll find it easier with a 


Smith -Corona TYPEWRITER 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1N Y 
“a makers also 0] Sm th-Corona Pr rtable Type i rite rs 
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THE NUERNBERG TRIALS 
How they reported the War Crimes Trials. recounted briefly 
by a young Greggite who had a hand in it at the very start 


JACK RUND 
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CHOOSE THE JOB YOU WANT 


fhe suggestions offered here may help you weigh the advan- 


| tages or disadvantages to you of various job opportunities 
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SARAH ALLEN 
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In “Supermarket” 





BORIS RANDOLPH 
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Borrowed Time 
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Information Desk 





tati nm the Don't you often have questions to ash 
. about the wort of secretaries sfenogre 
<4 thy + ‘ phers, typists, o7 shorthand reporters? u hy 
not sena the Li fo In ormation De sk, The 
Grege2 HW oriter iV Vadison frenue, Neu 
York ] \. } { letter is not necessary 
postal card will do 


st h the as sar se staf we 
very caret s ! ans bing th 
I changed tl as Please tell me 
I was c ¢ this a s 


=~ I se genera business th 
. s as n Is there any ne le 
petwee the heading and side address ' 

( side address and salutat the dy 2 
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on page 116 
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Swivel Chair Stenographer 


The story of a stenographer who owns her own business 


DOROTHY KAELIN 
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This Dizzy Workin’ World 


which I want to work?” 
he was contemplating 


To think this job fulfilled my 


With quaking hesitation 
I answered questions asked 


Bene ith the whic h I basked. 


The first few days were 
Of them I couldn't boast 
dispatched to 








rHOMAS 


My first dictated letter was 

An ordeal of the nerves. 

As with shorthandic bursts of speed 
I drafted lines and curves 


(nd when transcription had set in 
Far left behind was bliss. 

For outlines I had learned at scho 
Were never such as this! 


My typing prowess didn't help 

As slowly kev by key, 

My fingers groped along the board 
In search of little “cee.” 


And ignorance of local terms 

{d libbed with ease by all 
Confusion wrought: and so I seemed 
Confronted by a wall 


Each paveheck which Was handed Tih 
I argued | was worth. 

At least as entertainment fee 

My errors causing mirth 


As weeks developed into month- 
It seemed less like a _ rob. 
And now I'm earning some of it 


What's more, I like my job! 











vember, Wi carcc Writer. November, 194 THE STENO CIRCLE 
TAKE A TIP FROM 
TONY! 


' 








Slips Count! 
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FURTHER FUNDAMENTALS 


Completing our brief review of the alphabet and introducine 


a few forms preparatory to gathering speed on the blends 








JANET KINLEY GREGG 
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Progressive Speed Practice 


From “One-Minute Tests on Gregg 
Shorthand.” by | DANA GIBSON 
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PORTANT TO BE EARNEST 
IMI A! 1» KARNES 
No matter what your ultimate coal, you can turn real sec- 
—~ | retarial skill to very good account in getting to the top 
FLORENCE ELAINE ULRICH 
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y da T re . 
Wi \ ae’ | ay | Sf Vater | 
VNOVeEINDe! est wateria 
1! ut i test papers should be accompanied by a typewritten list of names to expedite 
} heckin und insure accuracy in making out certificates Vovember copy i da member- 
hip te ‘ f 1 ] ( ] und OU. G 1. wntil receipt ' the Leecember, 194¢ 
Senior O. A. T. Test 
VSTRUCTIONS [ype the statement below on a single sheet. using the tabular device Type t 
snother sheet, neatly and attractively, the following letter Use a letterhead if available Use your 
bers teacher's initials and your own tor dictat und stenographer respectively Prepa r the signature 
oe ‘A H. Brown, Manager 
adentss Ni nun thee standard Satistactory work on first writing ' vt m ites 
hereon . 1p . 
in the The Standard Publishing Company, 55 so are Latin-American business execu- 
istew High Street, Cleveland, Ohio tives. The “Foreign Trade Journal” 
| gives you a unique opportunity to broad- 
Gentlemen: December 31 is the dead- en the circulation of your magazine in 
line for advertising copy for the “For- the center of current export interest— 
eign Trade Journal.” This is a final Latin America. This “Guide” has the 
opportunity for you to reach 35,000 execu- support of thousands of manufacturers 
tives in commerce, industry, and govern- in the United States who believe in the 
ent in the Latin-American market. future of Latin America. Cordially yours, 
Just as your domestic subscribers are FOREIGN TRADE JOURNAL, A. H 
keenly interested in keeping up to date, Brown, Manager. 
THE FOREIGN TRADE JOURNAL 
Statement Regarding 
Circulation and Advertising 
Your advertisement will reach this reader audience: 
~ 
SPANISH EDITION 
Argentina 10,000 Dom. Republic 300 Paraguay 150 
Bolivia 600 Ecuador 350 Peru 950 
Chile 2,000 Guatemala 500 Puerto Rico 1,000 
Colombia 2,200 Honduras 100 Salvador 200 
Costa Rica 250 Mexico 6,500 Uruguay 800 
Cuba 5,500 Nicaragua 200 Venezuela 00 
Panama 400 
T. and 
ee . ‘ . : 
ste ENGLISH EDITION 
British Guiana 80 French Guiana 10 Netherland W. I 65 
British Honduras 40 French W. I 60 Surinam 15 
British W. I 600 Haiti 110 Virgin Islands 20 
United States—9,000 (The copies distributed in this country will reach com 
inies in export and import trade, banks, freight forwarders, and other service in 
stitutions.) 
Advertising space is available at the following rates 
SIZE DIMENSIONS RATES 
Full page 7x10 $800.00 
14 page 7 y 474 592.00 
14 page 5x 47% 324.00 
lg page 31, x2 219.00 
page 314x1 125.00 
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November Competent Typist Test 





Use double spacing in typing this test 































Strokes 


Have you ever thought of yourself as a customer? 
Have you ever realized what an important customer 
you are? Imagine a factory so big that it fills an entire 
square block. In the morning the street is crowded with 
men and women hurrying to work in the factory; hun- 
dreds of workers are needed to operate the machinery. 
In addition, there are at least another hundred who 
work for the owner of the factory—salesmen, writers, 
and artists, who prepare the advertising; the office staff, 
which types letters and does the bookkeeping; and the 
managers, whose job it is to see that everything runs 
smoothly. And all these people employed by this big 43 
factory work day after day, hoping to please you. 

For if you do not like the candy that the factory 
makes, and other people also do not like it, then the 803 
factory must either find a way to change your taste, 
manufacture a different candy, or shut down for lack : 
of business. No wonder the owner of the factory wants 4 
to please you; offers you prizes and gifts if you will buy 1023 
his candy; spends a fortune to tell you in advertise- 
ments how good his candy tastes! And this is just one 
of thousands of factories where the machines whir, hour 
after hour, producing things for you. 122 

Now when you picture the factories where shiny ma- 1275 
chinery is kept busy making things for you, you think __ 132 
not only of the candy factory, but of one, let us say, 138 
in which millions of grains of rice are “puffed” and 143 
packed into boxes, and of another where malt is pre- 
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pared and mixed with chocolate. But the picture is not 
complete with only three factories. Even if you were 
to count all the factories in the United States manufac- 
turing these three products, and add them to the pic- 
ture, it would still be incomplete. 

Imagine a factory in which bars of metal are formed 
into skates. To make good skates, some of the metal 
must be cut, some must be forged. Expensive machinery 
is needed, and highly skilled workers must be employed. 
You, yourself, could not possibly make a pair of skates. 
But the success of this skate factory depends on whether 
you want and buy what it makes. 

Imagine a big room, as big as the school auditorium. 
Instead of rows of benches, there are rows of sewing 
machines, and when all of them are running at once 
the air hums as though a great swarm of bees were buzz- 
ing through the room. In this factory coats are made. 
You may be one of its customers. To describe all the 
factories that depend on you for their business would 
require pages and pages. 

If you know something about business, you know 
that there is not one, but dozens or hundreds of fac- 
tories that make similar products. Since you can use 
only one coat, or one pair of skates, each factory tries 
to persuade you to want what it makes instead of what 
its rivals manufacture. It started hundreds of years 
ago, in the days before there were stores, when food 
and clothing and household goods were sold in great 
open-air markets. Each merchant set out his wares in 
the market place, and each one shouted that his goods 
were the best. In those days it was a rule of the market 
place that buyers must be wary. The rule is centuries 
old, but it is as important now as it was in the days of 
the open markets. — Adapted from “Johnny Get Your 
Money's Worth.” by Ruth Brindze. 


the be un end of the ten-minute test period 
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Junior O. A. T. Test 


INSTRUCTIONS Type the following article, 


single space, with even margins. Type the head- 


21 : caps Be sure your touch is unitorm 


THE COLORFUL FUTURE Expec- 
tations for a great future in the plastic 
industry may well be justified. This class 
of synthetic chemical products has al- 
ready recorded a stupendous growth 
with production doubled and redoubled. 
Today there are at least a dozen major 
families of plastics, with children and 
grandchildren running into the thou- 
sands. In the past dozen years at least 
one new plastic has, on the average, 
been introduced each year. 

As time goes on, the distinctive prop 
erties of plastics, such as lightness, end- 
less variety of color, beauty, durability, 
ease of fabrication and economy of use, 
plus manufacturing improvements devel- 
oped under wartime demands and re- 
duced production costs, will call for their 
increased employment. 

The dream that a whole city can be 
built of plastics is imaginative, for plas- 
tics now available do not possess the 
necessary strength for load-bearing 
structural purposes. In instances where 
plastics have been used as metal alter- 
nates, the tonnage has not been high. 

More and more plastic parts are going 
into refrigerators, automobiles, and air- 
planes. The composite refrigerator of a 
few years back had some forty-eight 
such parts. One automobile had around 
one hundred twenty items made from 
plastics, and the number of such parts on 
airplanes runs from a score or more on 
small planes to over a hundred on large 
transports. 

These are just a few instances of uses 
for plastics. To do justice to the subject a 
volume would be required. The whole 
story of the numerous new developments 
in plastics, when fully revealed, will be a 
fascinating tale of inventive research 
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t — t bear the labor of the fra, They desire to 
~ smash the nation to blame People are thinking 
; of every scheme that can be worked Are ye 
’ ° tT putting business first against the cause? 
. G. A. Membership lest 
; . 4 Word a Minute The next morning the 
| for November woman begged the worker t study the seasons 
thoroughly belore putting t the seeds The 
j scheme was a good one, as it would help save time 
| The ( hall ge of the Times and work. Everyone liked the scheme very much 
‘ ' ; 
i if Word a Minute Taxes w not be in- 
) reased at this time An analysis has been made 
—t .< —_ A C77 AC —F and it seems more money is being raised than 1s 
, needed The public feels that the case can be 
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Not an eye-witness account, but high points gleaned from 
| chats with those who went, and from a most helpful paper 
0, CHARLES LEE SWEM 
aa Official Shorthand Reporter, New York Supreme Court 
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~ he Dana C. Brown 


President-Elect 


National Shorthand Reporter: 
Association 
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A Typi cal Opening Statement 


From notes taken by CHARLES LEE SWEM in a Negligence Case 
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Statement of the Ownership, 
Management, Circulation. Ete, 


Required by the Acts of Congress of 
fugust 21 1912, and March 3, 







N.S.R.A. Convention Report 


é nclude from page 4 


Transcript of Mr. Swem’s Notes 
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‘ . 
ip. Keats of the Beets 
oj Condensed from an article by JOHN REDDY, in the June. 1945, “Coronet” 


Copyright, 1945, by Esquire, In 


y Farmers Market Los Angeles 
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Roger Dahlhjelm. owner of Hollywood's famous Farmers Market, gets a big kick out of 
eading “Second Carrot from the End,” by Fred Beck (upper right), hilarious history 
of the market where screen stars buy their groceries. 
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By Wits and Wags 






































